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1. Meet with taxpayer, pull file, secure 
documentation, and verify e-file information. 

2. Prepare the tax return.  Run the    
software diagnostics and create the e-file.    

Is the return e-file eligible? 

3. Print 2 copies of tax returns, one for client 
and one for the office. Make copies of all 
supporting documentation for office file.  

4. Set up meeting with Client to discuss 
prepared return, present invoice and sign 

Forms 8453 for permission to e-file. 
 

5. Transmit electronic return.  Individually 
submit each file or batch that day’s returns 
and submit to your transmitter (or to IRS    

6. Retrieve acknowledgement.  Request and 
print acknowledgement report.  Was 

returned accepted? 
Correct rejected 
return by error 

code, contacting 
client only if 
necessary. 

Refunds received in 7-10 days. 

1. Meet with taxpayer to secure 
documentation. 

2. Prepare the tax return.

3. Print and collate original and 2 copies 
of tax return.    Find, associate and staple 

all required information reports to the 
return. Copy supporting documentation 

for office file. 

4. Secure client 
signature. 

4. Mail copy to 
client.  Hope they 

remember to 
submit to IRS. 

5. Send to IRS, 
incurring certified 

mail charge. 

Everything submitted properly? 

Duplicate dependents? 

Will IRS transcribe the return correctly?

When will I get my refund? consider it done 

Answers to follow in 6-8 weeks 


